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During the recent sur otthWme:C dj.o

(_ y o exsminatieon of the administrstive opera
or the project at San Freficlsce was reviewsd by the writer. Bince tiw
time allotted for this exsxination was wery liaited, only & curvory
review could be made., In sddition it sheuld be noted that the review

The structure of the organisstion hgs been planned well
snd the several sotivity breakdowns generelly defined
with individual bramch functiens delimdted. This
included sn orgsnisatisnsl chart together with the
™S writtan functions of the respeotive branches spelling
out the respongidilitias of those brenches. This had
9 besn reduced to m organisstion chary which shows clearly
j & pletare of the crgmisation, The one wesknass noted
N\ J/ here was the absmocs of persoanel to fill & majerity
s of the respongible positions. In some cases the
potential brench chisf bad not heen selested, In other
é canes, a poreon had been selected but & clearance had
not boen recaived which retarded hiring or proper use
a of the potential branch chief, However, the swbordinates
5*; wore being Mred who then would not have proper direction,
'§° |o It should be noted that office bulletins or directives
3 £y had not besn issusd covering metters of hours of work,
£o §33 vasation allowsnces snd varions other matters for the
sttontion of the employees. This matter wes called
to the attention of the sppropriste vics president in

charge who advised thet these faotors would be develaped L
imedistely and made & part of the employses manual . TR
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At this early stage operations had not developed Mgs
to the point whare it wss possible to mike 8 0PE T ETSTRY
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;cnml activiiiess The other

claarmnoes and the ascounting procedures
opurations in mmmmmum

A good start has besn mads in the preparetion of
affise forms particularly those applying o
md ganerel

for standard forms waS ReCHISIEY.
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a fully oloared employee, The osntrsl
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$the filing is wnder the supervision of the offlios
protection of three combination lock fireproof

ds PFiling
AT ZOT,

Chief comsideration
factor however, is the

sctual handling of the £iling work with perticular

safes and a dDurglar-alarm cystem.
hore, beyend the security
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emphasis placed on its accomplishiment and lis
offactiveness. The covert mall is handied
entirely by oleared personnel and genarally
under appropriate control, Exocsptions are
covered in the report on sesurity. The overt
f£iling wvas not examined., In addition to the
central file roam, each bransh chief has in

his custody a three sombination lock fireproof
safe vhere matericls are stored, Walle the system
sppears adequate at this time md sstisfactory in
its eperation, suoh things as the type and use
of the materisl handled,; the nature md size of
the enterprise md the peculisrities of the
operatien whish will necessarily influsnce the
maloup of the filing system and msy have to be
adjusted as nesds arise.

Telephone Servioce

The telephone servioce is adequataly secured md
protected by a system installed with the epprovel
of the Seourity Office and efferds as much security
as can bs obtained for this type of cemmumication
equipment undsr present operating conditions.

Physicsl Facilities

The present office loeation is a temporsry ons mnd
therefore will be considsred only in that 1ight,

The effice 1is located in a oentyal business district

in a two story bullding which is in excellent condition.
Al offices are located on the same floor. The olerical
personnel sre generslly situated in the central pert
with the main offices in individual rooms surrounding
the central group, The building is not protected by

a gusrd but adequate proteoctive devices have been
installed for seourity purposes. It does not present
an expensive front snd therefore is in keeping with

the type of organigation and its stated mission, The
genersl sppearsnee i» ons of neatness and orderly
operation. The furniture 1s not expensive in appearance
but is adequate., IFrom outward sppearances one is
impresssd by the industyriousness of the employees md
the general sppearance of the office. Immadiately

upon entering the quarters ooccupied by Committes for

a Freo Asia, Inc., there is a reception room and
telephone switchboard., The reseptionist at that
location is & very pleasant and well groomed young

lady whose performanoe is commendeable,.
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Uffice Conditions

The general working conditions in the office, from
s physical stanxipoint, are excellent. The lightdng
is very good nd the basic types of artificial
Lighting sre quite satisfactory. Ventilation

is good and other noceasary facilities for

proper working condltlons eppeer to be in order.

Office Equipment

Office equipment, othar than the necessary fwmnitamre,
is limited to typewrlters, edding mechinss, snd a
malling machine, HRrpenditures for this equipment
asppear {0 be reasonsble for presant opsretiens.
The only questioneble item noted was the purchase
of twsnty thres ocsbination lock filing cabinats.
Howaver, it was roported that it was neceasary to
parchape these cebinets in & group lot in erder to
obtain en sppropriate discount on the purchase.
Under the clrcumstances this purchase therefore
4id not sppear untessonables It should be noted
that & substantial discount was obteined on all
farmiture and equipmant purchases.

Personnel Raelatiions

In any discussion of persomnel menegement it must be
renembered that effective porsonnal relations mast (1)
have the backing of top mame.ement, (2) be sonstant
initaqmnhmd()?bepthohmelmtm
mind., These goneral principles 2nd guides can be
considered but the actual application depands woon
the individual situstion, particularly as At spplies
to porsonallitles. This latter faotor predominates

in the review of the CF. offlos, since a very definite
personalliy olash existed zwong the Viee Prosident
for Administration, the Chairman of the Board of
Directors md certsin persarmal within the immediate
office, This was reflected in testimowy obbtainsd
fyon various persomsl including the Chalrman of

the Board, the President snd ths Viece Presidemt in
question, Mr. Edward Zemnedy. nﬁj‘-ﬁ“ Mr. Kennedy

is no longer wvith the organitation, it sppears that
the largest obstasls to good personnel relations has
bean redoved, This reported condition was in the
nature of &n undercurrent rether than any open confliect
up to the time of the exsmination of the office md
therem fore wes noi generally noiicesble threughout the
¢} Ca,e
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(L, selestion of Personnel

The sslection of personnel was progrescsing at
a very satisfootory pace, partiocularly those
for the umwitting positions. The selection
of cleared pervonnel of neesssity wes
prograessing at a much alower rste. The
caliber of the persomnel employed in

gemerel was high. It was not possible
during this review to mske n moalysis

and study of office jobs or individml
perforaance. 7This should be done at a
later date,

(2) Treining of Persommel

Thare wWae no progran for training of office
perscimgl other tham on the job twraining
aineenmaotthajobswrespoouuud

to the point whare euch

nNSCASsRry. Thapersmqlamdtodat-
possess the qualificatioens neocessary for
the respective jobs. The training of
porsonnel should be considered at a later
date.

Of fice Safety

The reviewdng officer 4ld not have s oppertumity to
review this partdeular faotor, particularly as it
applies to lishility for accidants, ete.

Manggerisl Contrel of Uffice Oublpuat

As of the date of ths survey, neither the sdministrative
nor the substantive progreme were spelled out in othar
than general forws The specifles had not been develeped
or spelled out. 18 sot oul sbove, office time stundardas,
offlos manuala, budgaet contrels, snd ether procedusl
uatbers had not baen ostablished. Both tho viee
president for administretion end the precidant, Mr,
Gaorge Greane, were rogquested to prepere such prograns
in terme of budget requirements together with target
dateos so that the expenditures and progress could be
adequately roviewed by the Board of Lireeciors and
tisadquartsre.

Securlty
Thoe security end cover status of CFA are generally
G
very
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covarad in another portlon of the report of this trip.

Senglusiqn

Genarally speaking, ihe fundamentsl considerations of the
offioce organization and menggament of CFA wore satisfectory
for the length of tlms thaet the orzanisstion has been in
operation. liowever, the review revesled numercus factors
whioh needed immediate attention. ifhile there is no attempt
to mininize or uxouse the sbesnce of certain fecters or the
very limited dovelopment of others, the absente of qualified
and fully dleared personnel hss hampered adequate coversge
on there delinquent pointe during this formative period in
the dovelopment of the committee. However, perledlc
exszination of the polnts set out above should bs effected.
to determine the extent to which administretive mmagesent
and ontroi 1s baing oxercised,

C.
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